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CITY OF ANNAPOLIS
RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

1.

2.

3.

4.

5.

6.

7.

HUMAN RESOURCES

Description

General Correspondence

Original incoming letters, copies of outgoing
letters, memoranda, studies, reports, directives,
policies, and other materials related to the
administration of the agency.

Employee Files

Record of current, former and retired employees.
The record may include the following:
employment application, payroll maintenance
forms (personnel actions), employee performance
evaluations, retirement information, social security
and pension information and other pertinent data.

Applications for Employment

Application for employment purposes.

Test (promotional and applicant)

Record of test for Police/Fire promotion in
accordance with union contracts. Test for
specific knowledge and ability of specific
applicants.

Application Log

Record of application for employment includes
name, race, sex, position applied for, referral
source, and date of application, date received.

Medical Records

Record of legally required medical exam, lab work
and drug screens. Exposure to hazardous material.

Advertising Files

File includes advertisements for City of Annapolis
job openings. (Placed in newspapers/journals).
In-house postings for job openings.

Schedule No.

Retention

Screen annually and destroy the material
that is no longer needed for current
business. Retain permanently any material
that serves to document the origin,
development, and accomplishments of the
office. Transfer periodically to the
Maryland State Archives.

Retain employee history summary form
(location card) for twenty-five years after
termination then destroy. Retain
employees record for five years after
termination the destroy.

If not selected for employment - one year
from date of application, then destroy.

Retain for three years after the
administration of test, then destroy.

Retain in office for five years, then
destroy.

Retain for thirty years beyond termination,
then destroy.

Retain for one year, then destroy.

Schedule Approved by State Archivist Date



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF 7

1. Department 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally Tiled and used as a unit for reference as well as retention and
disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of In forma tionMocuments/rorms found in the series. Include the purpose or function
of the series. ^

/ / / /\ f' y /
J ^rnj- Wo llouuirt/i '. ernj/o^Meii- ap/? /(coNio^ /payroll Wolf)

^ to*A;*.
7. Record Series Format(s)

j^Letter Size a Micro Film
a Legal Size a Computer Tape
a Bound Book • Floppy Disk
a Audio Tape • Video Tape
a Other (Specify)

8. Record Series Sequence

.^Alphabetical

a Numerical

• Chronological

• Geographical

a Other (Specify)

9. Volume

a Microfilm Rccl(s)_
D Computer Tapc(s)_
a Other (Specify)

10. Annual Accumulation

s' Number
«fFile Drawer(s)_ plO en
• Microfilm
a Computer Tape(s)
n Other (Specify)

11. File is Used

• Weekly a Monthly

12. File Becomes Inactive After
See =&= /% £/

a Month(s)
Number

a Year(s)

13. Current Location(s) (Bldg. Floor, RoomV,

? 5V ^^ /

14. Is Record Series Duplicated Elsewhere?
(If yevspecify office)
Q-No a Yes

IS. Access Restrictions -a Yes a No
(If yes, cite Iaw(s) & regulations) lip .

16. Audit Requirements

a None a State GTFederal a Independent

17. Is an index system used? (If yes explain briefly and
describe any^bardware/software.)
Q Yes

18. Recommended Retention



Instructions - Prepare a separate form
for each new or revised record series.

CUY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF 7

1. Department 2. Division 3. Unitp

l
DEFINITION • RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and
disposition purposes.

4. Record Series Title/ 5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

oftheseries. — 05 *cf ^XC^O I Ovtm <Sd Ou, OOSeSo\j

7. Record Series Format(s)

etter Size a Micro Film
a Legal Size a Computer Tape
• Bound Book a Floppy Disk
a Audio Tape a Video Tape
D Other (Specify)

8. Record Series Sequence

a Alphabetical

a Numerical

a Chronological

a Geographical

ae ther (Specify)

QM.

9. Volume

Number

lie Drawer(s„ :2
Q Microfilm Reel(s)_
a Computer Tape(s)_
D Other (Specify)

10. Annual Accumulation

Drawer(s)
Number

D Microfilm Reel(s)_
D Computer Tape(s)_
• Other (Specify)

11. File isJJsed

CKDaily o Weekly D Monthly

12. File Becomes Inactive After
. —'
tonth(s)

Number

13. Current Location(s) (BIdg. Floor, Room) (~~) 14. Is Record Series Duplicated Elsewhere?
(If ye*, specify office)

^ a Yes

IS. Access Restrictions JS'Yes a No
(If yes, cite law(s) & regulations)

16. Audit Requirements

• None a State QTederal a Independent

17. Is an index system used? (If yes explain briefly and
describe any^ardware/software.)
a Yes B^io

18. Recommended Retention

19. Name and Title of Preparer IJ^//^

20. Telephone Number - P99S T 21/Date
I:\FO RMS«£CORDSUNV.



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF 7_

1. Department

rCt Soflri c

2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally Tiled and used as a unit for reference as well as retention and
disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of infortnation/documents/forms found in the series. Include the purpose or function
of the series. , . • — .

rv/fC-e/-rise. {Psoev\<9^rios\ In QCCorutinee tijk

?0

7. Record Series Format(s), necoruia*

o£etterSiter Size a Micro Film
a Legal Size n Computer Tape
D Bound Book a Floppy Disk
a Audio Tape a Video Tape
D Other (Specify) '

8. Record Series Sequence

Q Alphabetical

D Numerical

a Chronological

D Geographrcal

Other (Specify]
-a

V

9. Volume

Number

ile Drawer(s)_
D Microfilm Reel(s)_
O Computer Tape(s)_
a Other (Specify)

10. Annual Accumulation

Number
Q File Drawer(s)
D Microfilm Reel(s)_
• Computer Tape(s)_
D Other (Specify)

11. File is Used 3 Ret? VI'*
0 Daily a Weekly

f
a Monthly

12. File Becomes Inactive After

a Month(s)
Number

3

13. Current Location(s) (BIdg. Floor, Room)

93 '
14. Is Record Series Duplicated Elsewhere?.

(If ve»Tspecify office)
sziio n Yes

15. Access Restrictions p-Yes
(If yes, cite law(s) & regulations)

D No 16. Audit Requirements

a None a State Q'Federal • Independent

17. Is an index system used? (If yes explain briefly and
describe anvhardware/software.)
a Yes fKNo

18. Recommended Retention

* Jar

19. Name and Title of Preparer -t (37
20. Telephone Number

I:\FORMSWlECOIlDSVmv.



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE J/_ OF -7

1. Department

ff l

2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and
disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year

199 3 to MO
6. Record Series Description^Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

of the series. /]

r\\ob

a-e /n n 6 JO

job

7. Record Series Wrmat(s)

^tetter

I
etter Size a Micro Film

• Legal Size a Computer Tape
D Bound Book o Floppy Disk
D Audio Tape a Video Tape
D Other (Specify)

8. Record Series Sequence

• Alphabetical

• Numerical

>p^h ronological

• Geographical

a Other (Specify)

9. Volume

Number

'ile Drawer(s)_
a Microfilm Reel(s)_
• Computer Tape(s)_
D Other (Specify)

10. Annual Accumulation

• Microfilm Reel(s)_
• Computer Tape(s)_
a Other (Specify)

11. File is Used

• Weekly D Monthly

12. File Becomes Inactive After

' D Month(s)
Number

ai?ear(s)

13. Current Location(s) (Bldg. Floor,

93
14. Is Record Series Duplicated Elsewhere?

(If Ws, specify office)
D Yes

IS. Access Restrictions • Yes -0T?o
(If yes, cite law(s) & regulations)

16. Audit Requirements

• None • State •'Federal a Independent

17. Is an index system used? (If yes explain briefly and
describe anyhardware/software.)
a Yes O-No

18. Recommended Retentio,

, , i

19. Name and Title of Preparer (y Vesi<ecJfef-
20. Telephone Number 21. Date /S- ?/

I:\FORMSUIECORDSUNV.



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE **!? OF

1. Department 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and
disposition purposes.

4. Record Scries Title 5. Earliest Year/Latest Year

p
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

of the series. • • /

/his record? i/icloctzs / c /

7. Record Series Format(s)

B e t t e r Size • Micro Film
• Legal Size • Computer Tape
• Bound Book • Floppy Disk
• Audio Tape • Video Tape
D Other (Specify)

8. Record Series Sequence

• Alphabetical

• Numerical

(^Chronological

Q Geographical

Q Other (Specify)

9. Volume

ile Drawer(s)_
a Microfilm Reel(s)_
D Computer Tape(s)_
D Other (Specify)

10. Annual Accumulation

ile Drawer(s) /_
O Microfilm Reel(s)_
O Computer Tape(s)_
• Other (Specify)

11. File is Us

D Weekly • Monthly
y

12. File Becomes Inactive After

. D Month(s)
Number

fear(s)

13. Current Location(s) (Bldg. Floor, Room) 14. Is RecowfSeries Duplicated Elsewhere?
(If vei, specify office)
O'No D Yes

15. Access Restrictions • Yes
(If yes, cite law(s) & (regulations) _ t

• No

•L
16. Audit Requirements

i a State • Federal • Independent

"IT"' r ~~ "
17. Is an index system used? (If̂ yes explain briefly and

describe any hardware/software.)
• Yes &-NV"

18. Recommended Retention

J r d yfu

19. Name and Title of P r e P a r e r / ^ y X J'ft' £ ,
20. Telephone Number^ 21. Date y •

H:\WPDATA\CHUCK\RCDSINV.FRM



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division 3. Unit

Jf l

DEFINITION • RECORD SERIES • A group of related records normally filed and used as a unit for reference as well as retention and
disposition purposes.

4. Record Series Title
/OCL

5. Earliest Year/Latest Year

mo to t?
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

of the series.

1. Record Series Format(s)

etter Size a Micro Film
a Legal Size Q Computer Tape
Q Bound Book a Floppy Disk
a Audio Tape • Video Tape
• Other (Specify)

8. Record Series Sequence

O Alphabetical

Q Numerical

^•'Chronological

• Geographical

Q Other (Specify)

9. Volume

6 Microfilm Reel(s)^
D Computer Tapc(s)_
D Other (Specify)

umber

i

10. Annual Accumulation

Number
a File DrawertV) Af •
O Microfilm Rcel(s)_
n Computer Tape(s)_
a Other (Specify)

11. File is^Bsed

p^aily a Weekly a Monthly

12. File Becomes Inactive After

a Month(s)
Number

rear(s)

13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
a No a Yes

15. Access Restrictions D-Yes ^ - ^ a No
(If yes, cite Iaw(s) & regulations

16. Audit Requirements

• None Q State '•'Federal a Independent

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
D Yes a No

18. Recommended Retention

Wei

19. Name and Title of Prepar^r

20. Telephone Number ( . 191 Sr 2lfDate /



Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE

1. Department 2. Division 3. Unit

DEFINITION - RECORD SERIES • A group of related records normally filed and used as a unit for reference as well as retention and
disposition purposes.

4. Record Series T#Je

eJlca,TffJu ecord>

5. Earliest Year/Latest Year
to

6. Record Series Description (Briefly describe the types of Information/documents/forms found in the series. Include the purpose or function

s e n e s . ^ ^ / 1 / * - < / MecA'cu/ e?asn,lab Uuo? lc G.*\Jt

l 0i r
7. Recefd Series Format(s)

p Letter Size • Micro Film
• Legal Size a Computer Tape
a Bound Book • Floppy Disk
a Audio Tape Q Video Tape
a Other (Specify) . •

8. Record Series Sequence

-•'Alphabetical

a Numerical

a Chronological

• Geographical

a Other (Specify)

9. Volume

f File D rawerfs) y
a Microfilm
• Computer Tapc(s)_
a Other (Specify)

10. Annual Accumulation

D File Drawerfs)
umber

D Microfilm Rcel(s)
• Computer Tape(s)_
D Other (Specify)

11. File is Used / Z

• Daily a Weekly / a Monthly

12. File Becomes Inactive After

D Month(s)
Number

^ a r ( s )

13. Current Location(s) (BIdg. Floor, 14. Is Record Series Duplicated Elsewhere?
(If vesj specify office)
STNo a Yes

IS. Access Restrictions gOYes a No
(If yes, cite Iaw(s) & regulations)^ _

''ft
16. Audit Requirements

/.
Q None a State (XFedeederal QIndependent

17. Is an index system used? (If yes explauVbriefly and
describe any^fardware/software.)
a Yes

18. Recommended Retention

30 v- - ',-,

19. Name and Title of Preparer '<je<A.edihf
20. Telephone Number 21. Date


